
 

 

 

 

 
2014-2020  
CONNECTING EUROPE FACILITY 
Granting of EU financial aid in the field of transport energy and 

telecommunications 

 

 

 

2014  

CALLS FOR PROPOSALS 
 

 

 

 

 

 

 

 

 

 

 

eSubmission manual 



May 2014 2 

 

 
 

About this manual 

This manual, together with all information related to the CEF calls for 

proposals, can be downloaded from the following website: 

http://inea.ec.europa.eu/en/cef/cef.htm This manual applies only to the 
calls for proposals it refers to. 

 

http://inea.ec.europa.eu/en/cef/cef.htm
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1 Introduction 

The TENtec eSubmission module is the part of the TENtec Information System 

whose overall objective is to create a central database and a portal that enables 
all projects funded under the Connecting Europe Facility (CEF) to be monitored. 
The eSubmission module allows applicants to submit a proposal to apply for 

funding support from the EU under the CEF. 

 

 

 

To access the eSubmission module, applicants require a valid ECAS 
account. Refer to section 2.2.2 on how to obtain this account.  

 
During the application process, it is highly recommended that you 

regularly save your work to avoid losing data. 
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2 Common Application Features 

2.1 Welcome page 

The application can be accessed by connecting to 
https://webgate.ec.europa.eu/tentec/esub. This application requires a valid ECAS 
account. For more information, see section 2.2.2. On the first page (figure 1), 

you must choose either the Mobility & Transport or Energy theme to proceed. 
 

 
Figure 1: CEF sector selection 
 

 
 

 
Figure 2: Welcome page 

 
The welcome web page of the eSubmission module contains the following basic 

information: 
- Open call for proposals [A] 

A 

 

B 

 

C 

 

https://webgate.ec.europa.eu/tentec/esub
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- List of open applications [B] 

- List of submitted applications [C] 
 

To open an already created application, select its name [B, C]. This opens the 
proposal in 'read-only' mode. 
 

2.2 General issues 

2.2.1 Recommended browser  

Following browsers are supported: Internet Explorer 9 or above and Firefox. The 
application has not been tested on Chrome. The recommended browser is 

Firefox. The page is best viewed at a minimum screen resolution of 1280x1024 
pixels. 
 

PLEASE NOTE: Using an older version of Internet Explorer (e.g. 7) could cause 
some priority menus not to be rendered; in this case, you have to upgrade your 

browser or use Firefox.  

2.2.2 Registering as an eSUBMISSION user 

In order to access the eSUBMISSION, you need to have a valid ECAS account. 

ECAS is the EC’s single authentication system, used to authenticate users for the 
vast majority of Commission web applications. It is accessible to anyone, and 

registering is an easy process. 
 
Log on to https://webgate.ec.europa.eu/cas, click the ‘Sign Up’ button and 

complete the registration form. 
 

After completing the ECAS Sign-up procedure, you should log on once to the 
TENtec portal on https://webgate.ec.europa.eu/tentec where you can access the 
module by clicking the eSubmission button at the top of the page. This will 

automatically add you to the list of application users.  

2.2.3 Saving an application 

Every change you make in the application requires you to click on the save 
button to persist it. Otherwise the change is not saved in the database and you 

might lose your data.  
 
Alternatively if you click ‘cancel’, all the changes since the last save are lost, so 

in case of an error you can always click cancel to go to previous state of data 
encoding.  

 
 

2.2.4 Session timeout 

The eSubmission application has a session inactivity time-out of 15 minutes. A 
countdown timer is displayed in the upper left corner at all times. Any work not 

saved before this timeout expires could be lost and you may lose precedence 
concerning edition of the proposal, e.g, another user could start to edit the 
proposal and prevent you from doing so. 

https://webgate.ec.europa.eu/cas
https://webgate.ec.europa.eu/tentec
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2.2.5 Submission of a proposal  

To be able to submit an application, it needs to be fully and properly completed. 
The current status of the application can be viewed by selecting 'SUBMISSION' in 

the navigation links on the left side of the screen. 
The following page is displayed with a description of any remaining errors: 

 
Figure 3: Error list 
 

Only when all the errors have been removed is it possible to submit the 
application. In the 'SUBMISSION' section the button Submit your application 

[A] becomes available as shown in figure 4: 
 

A

 
Figure 4: Submit application 

 
IMPORTANT: It is possible to allow several users to work on one proposal (see 

section 2.2.6). However, only the user that created the application is able to 
submit it. Please take this into account when planning your work. 

 

2.2.6 Contributors 

It is possible to give other TENtec users direct access to edit an application using 

the 'CONTRIBUTORS' tab. This allows several users to work on a single 
application, although only the application owner can submit the application. If 

the owner wishes to share an application with someone who is not yet a TENtec 
user, the latter will need to register in TENtec. See section 2.2.2. 
Please also note that two users cannot edit a proposal simultaneously, the 

second user will be prompted that the application is locked by another user  
 

Figure 5 shows the screen that appears when 'CONTRIBUTORS' is selected in the 
navigation menu: 
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Figure 5: Add contributor 
 

To add a contributor (i.e. an applicant), first click the Add Contributor button 
[A]. The screen will display all registered TENtec users. It is possible to search 

for a user by entering a name in field [B] and pressing the Search button [C]. 
Clicking on one of the displayed users [D] will add the user and they will be 
displayed in the contributors list shown in figure 6: 

 

 
Figure 6: Contributors list 
 

A 

B 

C 

D 

A 
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It is also possible to remove a user from the contributors list using the  icon. 

A contributor can be defined as having read-only access by checking the 

checkbox [A] in figure 6. 
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2.2.7 Supporting documents 

Supporting documents (i.e. Application Form Parts B1 and B2, as well as any 
annexes) are provided by clicking on the 'SUPPORTING DOCUMENTS' link in the 

navigation menu. Figure 7 shows the screen: 
 

 
Figure 7: Supporting documents 
 

When in edit mode the page has 3 components: the document identification 
panel [A], the document upload panel [B] and the document list panel [C].  

 
Documents are uploaded using the panel named 'Upload Document'; the user 
can browse to a file on their computer and click the 'Upload' button. The file will 

then be displayed in the document list panel.  
 

Each application has a set of required supporting documents to be provided that 
are defined by the specific call for proposals. The top panel in figure 7 shows an 
example of the required documents for a selected call for proposals. The user can 

indicate which of the uploaded documents corresponds to each required 
supporting document by choosing a file from the dropdown list, [D] in figure 7. 

B 

A 

C 

D 
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2.2.8 Calendar functionality 

The calendar functionality can be used to enter dates wherever the following icon 

is displayed:  
Clicking on the icon displays the calendar as shown in igure 8: 

BA

C

 
Figure 8: Calendar days 
 
It is possible to move back or forward a month by clicking the arrow icons [A] 

and [B]. Clicking on a day will insert the date into the appropriate text field. 
Clicking on the month year displayed [C] opens the following display which 

allows the user to directly enter the year: 
 

 
 Figure 9: Calendar year 

 
 

2.2.9 Navigation 

The screenshot below shows the navigation menu for the DG Move eSubmission, 
located in the upper, left-hand side of the screen: 
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Figure 10: Navigation menu 
 

Clicking on an item from the navigation menu opens the corresponding form or 
page in the main browser area. 

 

2.3 Create Application 

To create a new application, select the relevant radio button from the open calls 

for proposals section [A] in Figure 13. 
Then click the corresponding 'Create' button [B] in Figure 11. 

 
Figure 11: Call for proposals 
 

 
 
 

 
 

 
 
 

 
 

A 

 B 
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2.4 Form A2 

The 'applicants' section contains the list of applicants involved in your proposal. 
If the application is newly-created this list is empty. An applicant is created by 

selecting the Add new Applicant button [A] in figure 17: 
 

A

 
Figure 12: Form A2 

2.4.1 Add applicant  

The following dialogue box opens allowing the user to select the legal status of 
the applicant . To validate your choice press the Next button [A]: 

  
Figure 13: Legal entity status 

 

A 
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Subsequently, the user should select a country. To validate your choice press the 

Next button [A]: 

 
Figure 14: Legal entity country 
 

The window now displays the fields shown in figure 15. They allow the user to 
enter a number of administrative details concerning the new applicant: 

 

A 
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Figure 15: Create legal entity 
 
The user should fill in the fields. To validate the inserted information press the 

Next button [A]. 
 

Figure 16 shows that the window now displays the details of the applying legal 
entity [A] and asks the user to Confirm [B]. If the details are not correct the 

user can return to the previous list using the Previous button: 
 
 

A 
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Figure 16: Legal entity details 

2.4.2 Applicant list 

The following screen shows Form A2 after a legal entity has been selected: 

 
Figure 17: Applicant list 

Any applicant can be removed using the delete icon  on the right-hand side of 

each applicant. 

2.4.3 Form A2.1 

 

Once an applicant has been added, the navigation menu on the left side of the 
screen expands to allow the user to navigate to Forms A2.1 to A2.5 of the 

respective applicant. Figure 23 shows Form 2.1: 

A 

B 
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Figure 18: Legal entity information 

2.4.4 Form A2.2 

Form A2.2 allows the user to add the contact persons related to the applicant: 
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A
 

Figure 19: Contact persons 
 

The user should fill in the contact persons information and press the Save button 

[A]. The 'Signature date' field can be filled using the calendar icon  to select a 
date easily or you can fill it manually. 

 

2.4.5 Form A2.3 

Form A2.3 provides a link for the user to download the Financial Identification 

form: 
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A

 
Figure 20 Bank account 
Once the Financial Identification Form has been downloaded, filled in and 

scanned, the user should upload the scanned Financial Identification Form 
through the 'SUPPORTING DOCUMENTS' page (see section 2.2.3). After 
uploading it should be selected from the files displayed in the dropdown list [A].  

 

2.4.6 Form A2.4 

The information to be provided in Form A2.4 depends on the status of the legal 
entity selected for the applicant. Figure 21 shows the screen for a 'Member State' 
applicant: 

A

 
Figure 21: Form A2.4 for 'Member State' applicant 

 
The user should press the 'Add a new Implementing Body button' [A]. Then 

proceed in the same way as for adding a legal entity described above. It is 
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possible to add more than one implementing body. Please note that only Member 

States or international organisations can designate implementing bodies.  
 

For some legal statuses Form A2.4 displays a message to the user as shown in 
figure 22: 

 
Figure 22: Form A2.4 

 
 

For some legal statuses Form A2.4 requires the user to add an approving 
Ministry as shown in figure 23: 
 

 

 
Figure 23: Form A2.4 for Approval Ministry 
 
In this case the user should determine the legal status of the approving Ministry 

using the dropdown [A] in figure 23. 
 

For some legal statuses Form A2.4 requires an approving Ministry and 
implementing body to be specified. 
 

 

2.4.7 Form A2.5 

 

Form A2.5 allows the user to add an affiliated entity to the applicant if necessary 
as shown in figure 24: 
 

A 
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Figure 24: Form A2.5 

 
Clicking on the 'Add a new Affiliated Entity' button opens the following window to 

provide the information as shown in figure 24: 
 

 
Figure 25: Add affiliated entity 

 

2.4.8 Form A2.6 

Form A2.6 is used to set the coordinating applicant for the application (only 

applicable for multi applicant proposals): 
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Figure 26: Coordinating applicant 

 
This page displays all the applicants involved in the proposal. An applicant can be 

set as the coordinating applicant by selecting it from the dropdown [A] in figure 
26 above. The user should enter the details of the person in charge and press 
the 'Save' button. 

 
 

 
 

3 Helpdesk 
 
We invite you to use our helpdesk for any questions related to the use of our 

modules or any suggestions or feedback.  
 
Information on how to contact the Call Helpdesk can be found in the upper right 

corner of the application and in the guide for applicants for your call. Clicking on 
the 'Contact us' link at the top right of the screen opens the following window 

shown in figure 27: 
 

A 
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Figure 27: Helpdesk 

 
 

Please visit http://inea.ec.europa.eu for more details.  
 
 

 
 

 
 
 

 
 

 
 

4 Annex 1 – DG Move Specific Features 

4.1 Navigation 

The navigation menu is shown in figure 28: 

http://inea.ec.europa.eu/
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Figure 28: Move navigation menu 
 

When a grey triangle is displayed next to an item in the menu, it means it is 
possible to open a submenu. In figure 28 above clicking on A3 reveals the 

submenus as displayed in figure 29: 
 
 

 
 
Figure 29: Submenu 
 

 
The application navigation menu consists of several parts: 

- A1 contains the main application data 
- A2 contains the list of applicants (once they were entered)  
- A3.1 to A3.3 contains location and financial information, as well as 

information on activities and milestones 
- A4 contains translation information 
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- CONTRIBUTORS allows other (invited) users to edit the application and to 

add their contact details 
- SUPPORTING DOCUMENTS contains the list of documents - attachments / 

annexes to applications 
- SUBMISSION shows the current errors and missing information and is 

used to submit the application, when there are no more errors 

 
Figure 29 above shows the navigation menu before any applicants have been 

added to the application. Figure 30 shows the menu after adding an applicant 
and expanding the A2 menu: 

 
Figure 30: Applicant submenu 
 

 
 

 
 
 

 
 

 

4.2 Form A1 

Figure 31 shows form A1 which is displayed after creating an application. 
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A

B

C D
 

Figure 31: Create application (read-only) 
 

The web page consists of three main elements (Figure 31). Note that all the 
fields are read-only: 

- Application navigation menu [A] 
- Application data form [B] 

- Application operation buttons: 
o To edit the application [C] 
o To print the application in pdf [D] 

 
 

4.2.1 Edit application 

Pressing the Edit [C] button in figure 31 allows the fields on all forms to be 
modified and additional operations are made available: 
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A

B C
 

Figure 32: Create application (editable) 

 
- application operation buttons: 

o to save the application [A] 
o to save and exit the application [B] 
o to cancel [C] 

 
When an application is being edited, it is locked by the system administrator 

(default time: 15 minutes). Other users cannot edit this application during this 
time.  
While editing an application, remember to use the 'Save' button 

regularly to avoid losing any inputted data. Do not to use the 'back' 
button on your web browser as this may result in data loss. 

 

4.3 Form A3.1 

The A3 section is divided into 3 forms: A3.1, A3.2 and A3.3, as shown in figure 
33 [A]. 
 

Form A3.1, shown in figure 28, allows the user to enter the following data: 
- Add a Member State and regions [B] 

- Add an activity [E] 
- Add a milestone [F] 
- Add the contribution of the proposed Action to TEN-T policy [G] 
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A

B

C

D

 

E

F

G

 
Figure 33: Form A3.1 
   

4.3.1 Add Member States and Regions 
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A

B

C
 

Figure 34: Add Member State and regions 
 
Click on Add Member State and regions [A] to display the list of Member 

States [B]. After selecting the Member State, click on Save [C] to display the list 
of regions shown in figure 35: 

 

A B

 
Figure 35: Member State regions 
 

 
 

A

B

 
Figure 36: Member State regions 
 
Through this part of the page shown in figure 36 it is possible to: 

- Delete the selected region [A] 
- Add another region [B] 
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4.3.2 Add Activities and Milestones 

 
Through this page it is possible to add activities and milestones. 

A

B
 

Figure 37: Add activity 
 

To add an activity click Add Activity [A]. The screen then displays the contents 
shown in figure 40. To save the activity, click Save [B].  

To add a milestone click Add Milestone [A]. Figure 41 is then displayed. To 
save the milestone, click Save [B]. 

A

B
 

Figure 38: Add milestone 

 
Figure 39 displays the activity and milestone lists. Through these lists it is 

possible to: 
 Edit/delete an activity [A] 
 Edit/delete a milestone [B] 
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 If at least one milestone has been created, it is possible to add a milestone 

to an activity as a verifying milestone [C] 
 

A

B

C

 
Figure 39: Activities and milestones 
  

4.3.3 Add Contribution of the action to the TEN-T Policy 

 

Figure 40 shows the addition of a contribution of the proposed Action to the TEN-
T Policy: 

A

B

C
  

Figure 40: Add contribution 
 

 
To add a contribution: 

 click Add Decision button [A] 
 complete the form [B] 
 click Save [C] and the contribution is displayed in the list as shown in 

figure 41 
 

 
Figure 41: Contribution list 
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4.4 Form A3.2 Sources of financing 

 
Figures 422 and 43 show Form A3.2 used to enter financial information about the 

application: 

  
Figure 42: Form A3.2– Global sources of financing 

 

A

B
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Figure 43: Form A3.2– Proposed action financing 

 
Financial information should be entered as appropriate in Form A3.2. Then click 

the Save button, figure 43 [A].  
All amounts in the table must be in euros, thus an exchange rate is required for 
Member States outside the EURO zone. If an exchange rate has been used, 

details should be provided in the text field [B]. 
 

 
 

4.5 Form A3.3 

Figure 44 shows form A3.3 where data for eligible costs should be entered 
similarly to form A3.2: 

 
 Figure 44: Form A3.3 – Eligible cost 
 

4.6 Form A4 

Figure 45 shows Form A4. Translations to be provided should be indicated using 

the radio buttons and dropdown lists such as that shown below [A]: 
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A

 
Figure 45: Translation information 
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5 Annex 1 – DG ENER Specific Features 

5.1 Navigation 

The navigation menu is shown in figure 46: 

 
Figure 46: ENER navigation menu 

 

5.2 Form A1 

Figure 47 below shows Form A1: 
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Figure 47: Form A1 
 

Most of the information on this page is read-only, the user can select a project of 
common interest (PCI) from the dropdown list [A] in the 'PCI General 

Information' section and the information will be updated on the page. The user 
can select a proposal type in section [B], the choices of which depend on the 
selected PCI in the dropdown [A]. 

 
 

5.3 Form A3.1 

Section A3.1 allows the user to enter the following data: 

- Add General Information for the proposed Action 
- Add a Member State and regions  
- Add a Third Country  

- Add an activity  
- Add a milestone  

 
 

A 

B 
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5.3.1 General Information 

This section allows the user to enter the general information of the proposed 
Action. There are 4 fields that can be used to enter data for the 'Title', the 'Start 

date', the 'End date' and the 'Summary' of the proposed Axction respectively, as 
shown in figure 48. 
 

The fields apply automatic validation for the form as follows: 
1. Title – cannot be longer that 250 characters 

2. Start date cannot be after end date. 
3. Summary cannot be longer than 4000 characters. 
 

 
Figure 48: Form A3.1 General Information 

 
 
 

5.3.2  Location of the action  

This section allows the user to enter information about the location of the 

proposed Action. It is divided in two tabs, one for the member states and one for 
the third countries.  
 

5.3.2.1 Member states and regions 

This is the tab used to enter member state countries and regions. 
 

A

B

C
 

Figure 49: Form A3.1 Member State add 
 

Click on Add Member State and regions [A] to display the list of Member 
States [B]. After selecting the Member State, click on Save [C] to display the list 

of regions shown in figure 50. 
When this is done it is possible to: 

- Delete the selected Member State [A] 
- Add a region [B,] the form is automatically updated as in figure below 
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A B

 
Figure 50: Member State regions add 
 

Through this part of the page it is possible to: 
- Delete the selected Member State [A] 

- Add a region [B,] the form is automatically updated as in figure 51 
 

A

B

 
Figure 51: Member State regions delete 
Through this part of the page shown in figure 51 it is possible to: 

- Delete the selected region [A] 
- Add another region [B] 

 

 

5.3.2.2 Third Countries 

 
This tab is used to select the third countries of the proposed Action as shown in 
figure 52. 
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Figure 52: Third countries 
 

Press 'Add Third Country' button [A] to display a pallet with the list of third 
countries. Use the palette arrows [B] to select or remove the selections to the 

right panel [D]. When finished press the 'Save' button to close the form or press 
the 'Cancel' button [C] if you want to cancel the third country selection 

procedure. 
 
 

5.3.3 Milestones 

This section allows the user to enter the milestones of the proposed Action as 

shown in figure 53: 
 

 
Figure 53: Milestones 
 
Pressing the 'Add milestone' button [A] shows a form [B] where the user can 

input the milestone data. The form contains fields 'Name', 'Description' 'Expected 
Date' and 'Means of verification' where the user can enter data respectively. This 

form enables automatic validation as follows: 
 Name: length of string less or equal to 250 characters 
 Description: length of string less or equal to 4000 characters 

 Means of verification: length of string less or equal to 250 characters. 
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Pressing the 'Save' button adds one more milestone to the list of milestones on 

the top of the form [E]. This save does not persist the final milestone list; this 
can be done only from the bottom toolbar 'Save button'. 

 

  
Figure 54: Function buttons 
 

This list of milestones allows the editing   and removing of milestones 

through the icons shown to the left of the milestone list [E].  

Pressing the 'Cancel' button [D] cancels the milestone entering procedure and 
closes the form. 

 

5.3.4 Activities 

This section allows the user to enter information concerning the activities of the 

proposed Action as shown in figure 55:  

 
Figure 55: Activities 
 

Pressing the 'Add activity' button [C] shows a form for the user to enter the 
activity data. The form contains fields for the activity name, description, start 

and end date and the applicant responsible for this activity the milestones 
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verifying this activity. If this is a sub-activity, the user can enter the parent 

activity on the field titled 'Parent Activity'.  
 

The fields responsible applicants and verifying milestones have an autocomplete 
feature where the user can select from a list of possible entries  
 

 
Figure 56: Autocompletion 

 
Press the 'Save' button to enter an activity to the list [A] or 'Cancel' [D] to cancel 
this procedure. 

The list of activities allows the editing   and removing of activities using the 

icons shown to the left of the activities list [B].  
 

5.4 Form A4.1 

Form A4.1 allows the user to provide financial data for the project of common 
interest. The first 'Source of Financing' tab contains a table displaying the source 

of financing totals for all applicants broken down into categories. This is shown in 
Figure 57: 

 

 
Figure 57: Form A4.1 Source of financing 
 

Clicking any of the category names links opens the edit fields so amounts can be 
entered for each applicant as shown in Figure 58. The total amount in the table is 

updated automatically after any change that occurs with no need for intervention 
by the user. After finishing the editing process, the user must however click the 
'Save' button in order to save all the changes done. 
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Figure 58: Form A4.1 Source of financing edit 
 
If the application was created using any currency other than euros, the exchange 

rate can be entered in the 'Exchange Rate' tab shown in Figure 59: 

 
Figure 59: Form A4.1 exchange rate 

 
The last tab 'Action related to the project' displays a table of actions related to 
the project of common interest. In order to add a new action to the table, click 

on the button 'Add Related Action' as shown in Figure 60: 
 



May 2014 44 

 
Figure 60: Form A4.1 Action related to the project 

 

Alternatively, if an action needs to be removed, click on the bin icon  as 

illustrated in Figure 61. A dialog appears to confirm the deletion of this specific 
action. 

 
Figure 61: Form A4.1 Aaction related to the project edit 
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5.5 Form A4.2 

Form A4.2 allows the user to provide financial data regarding the proposed 
Action requesting grant. The first tab, 'Source of Financing' works in a similar 

manner to the 'Source of Financing' tab of form A4.1. The table displays the 
source of financing totals for all applicants broken down into categories. This is 

shown in Figure 62: 
 

 
Figure 62: Form A4.2 Source of financing 

 
Clicking any of the category name links opens the edit fields so amounts can be 
entered by applicant. This is shown in [A] in Figure 63:   
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Figure 63: Form A4.2 Source of financing, edit by applicant 
The user can enter figures, click away from the field and the table totals will 

update as shown in [A] in Figure 64 below: 
 

 
Figure 64: Form A4.2 source of financing, updated 
 

Figure 65 shows the 'Direct and Indirect Costs' tab: 

A 

A 
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Figure 65: Form A4.2 Direct and Indirect Costs 
 

Using this form the user can enter direct and indirect costs by year. The direct 
costs are broken down by the activities that have been added in Form A3.1. As 
the user enters figures and clicks away from the entry fields, the totals will be 

automatically updated. 
 

 


